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OFFICE OF THE SECRETARY OF STATE
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i FOR AGENCY USE
P Apotcation Date

1. Agency Address. Foa RECORDS MANAGEMENT USE

Georgia Ports Authority Agplication Numbaer

1 Operations Division 79 a
1 : — ;
l-\mm:t?zfig« Post Office Box 2406 - 2‘7—
-Savannah, Georgia 31402  ~—~ -~ ~#o - -| Date Received Cate Complated -
3 85 o ; ’ l

3N 17 1980'

, 2. Berson to Contact -

Sandra Jones S

! 3. Action Requested :
3. O Estaousn Retention Schedule;r

‘ B. ' Disposs of present accumulatior

s X Amend Aoplication No.

.]\
it

cord will continue to accumulate.
: no further accumulation anticipated.

79- 27 Check One: O Changg,_g Sugercede;: ] Void
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- 5. Records Sariss Title {fo/lowed by title used in office; if diffsrent)
3 Eariiest Latest , o o
1971 | To Date Individual Ship Impor+ Files
1 8. Dimswan and Cfice Function

What is the function of the Civision and the Office in which this record series is created?

The Director of Operations assists the Executive Director in the managerial functions of the
Georgia Ports Authority and is responsible for the operations of the Savannah State Docks &
Ral lroad Company, Savannah State Docks & Warehouses - Garden City and Ocean Terminal, Augusta
State Docks - Barge Terminal, Bainbridge State Docks - Barge Terminal & Brunswick State

Docks & Warehouses. He also handles the function of leases, including negotiating leases

for all divisions of the Port Authority, and with ‘commercial and industrial concerns for

use of space provided by the Georgla Ports Authority.

PO Lo Sy Rt

The Office Manager in which this file is created supervises the work of the warehouse, :
billing, import and export departments, analyzes ships' schedules, coordinates the processing
of all paperwork with field divisions, insures that all paperwork is properly prepared and .

1 carefully balanced and verified against documenTafton received, facilitates expeditious cargo
: handl ing.

7. Record Series Description ~ This file contains the followzng aommu fincluda form numben and titles, if any}
Attach samples of the file.

Documents reiating to: Documenting the incoming cargo of - various ships. '

induced are: Cargo dlscharge orders, ‘remporary cargo recelpts, def ivéry orders,
custom release orders, cargo delivery tallies, cargo ouffurn receipfs
(final cargo receipt), invoices for cargo.

Fite is arranged: Alphabetically by ship name, by date.

8. Manthiy Retferenca Rate How ofteh aré records refarred o which are:
One to six months oid _d_ﬂ‘/j: Seven o twelve months old 921 1Y _: Thirtsen to twenty-four months old 324
twenty-five months and oider 1- :

-u-—--?
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9. Annual Rate of Accumulation of Hmrds
Latter-size drawers Legai-stn "drawers _.._].2.._.... Shelves
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X If not, where is jt?
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b. Does the serigs contsin confidentiai mformat:oF' nmuarmq sacurity handling? If yes, cite law or reguiatisn..
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el b ol b

: X f_ls mMWMmMMMMMAmm £ODY,

X ) W

X ¢. s thiz a vita! record? i i
X | d. Oaes this series have histeyical or long term research value? A _
. e. When one or two documents in the file make it necessary to keep the entire file for a long period, could thesa 3
documents be scheduled separatelyv? - 3

g. is the mformatmn contained in thns series ever analyzed and/or recorded in a sqmmanzed repart?

h Is therﬁ a duplication of this series in your office, or in anOther offtcs or 3 en

2
X ¥ It ves whers? Docks, Warehouse, Ocean Termlnal Bulk Faci |+y, Brunswick
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X

a. State Law

‘!1 Retantion Requiraments -

X lanlS mmmmmw@mmnmnm¢

i..Does the record series resyit in a comguter crintqut?

The following requires the series to be kept:

: years. d. Audit period years,

b, Statute of limitation ,? _ . Y02rs, e. Administrative need vears,

. Saderal law years. f. Federal retantion instructions years,
 Attach copy or excerpt of laws or regutations. Expiain sdministrative nesd. - o

{12 Anaraved Disposition Instructions  This agency recommends that the file series be cut oft at the end of each: T
| o O Calendar Year: O Fiscal icar' B Other‘ _slx months . then,
@ Hold in the current files ares . _month(s) — 1 .. year(siithen - - - .
R Transfar to local holding arca, hold 2 vean'si,then transfer to dead storage, hold 4 years; then,

. 1 -
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@ Oesstroy.

] Other rSpec:fy}

O Transfer to State Peoards Cantar hold

O Transfer to Stata Archives for petmanent retention.

Duplicates fall under State Wide Common Schedule 34 (B)

year{s}; then

— - . - Ty e —_— =
R o — e

-

] = |
¥ h. . The following departments and terminals retain duplicates of ship files as indicated:
; Docks ==~-=====—gemreectocme——~ | year =~
i3 Warehouse ===--—m==e—c—recau——e— 1 year
Ocean Terminal ==—=-——==—c—e--—- 7 years
Bulk Facltlity =-==a-sem—weeeeaeu'2 years -
- Brunswick --=re-——mrm—doe——ce—wsd t year . - - b
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Thesé inmc:ion"s'ap_ply to all prier and future accumuliations of the series. Z
~ Date Recprds Manaqementﬁﬂimr [Siondture) Date
N2 Qwéj/@g / it
77 ——
Stata Reeorda irm (Signature) Date
Recommendations in para- : T
graph 12 ars_approved’. State Auditor/Designes ' \ ')«q:@
1 (If disspproved, attach letter |57 : e
of explanation.) T3 _ State/Designee ( Zg; 8o
Aft:rnev Generai/Desiones
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RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Pubhmtl&n No. 78~RM—1 for instructions on completing this form. Forward slgned orlgnnal 14¢]
Oepartment of Archives and Histdry, Records Management Division, 330 Capitol Avenue, Atlanta, Georgna 30334,
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Attention: Scheduling Section, . . , : Fo
' FOR AGENCY USE 1. Agency Addresd y e _ ' FOR RECORDS MANAGEMENT USE
* Apoiication Date Georgia Ports Authority. . ' , Application Numbar '

, . Operations Division -

,! o200 Post Office Box 2406 7/9-27
 oplica Y Savannah, Georgia 31402 oot Date H"“e"é’d Dste Completed
| 50 B JAN 1879 ]MAR 71 4 1979
. 2. Barson to Cantact Working Title Telephone Number
§ Sandra Jones Operations Manager g964-1721, 289
3 e S
! 3. Action Requested ' ~
1 2. O Estaonsn Retention Schedule; fecord will continue to accumulate.
i b. O Disposa of present accumulatnon nq further sccumulation anticipated.
i ¢ X _Amend Appiication No, ....98 Check One: ) Change; & Supercede; O Void
{ 4, Dates of Series 8. Records Series Titla [followsd by title used in office; if different)
3 E arliast Latest ‘
1971 | To Date Individual Ship |mport Files
;T 5. Diyisson and Gffica Function’ What is the function of the Division and the Office in which this record series is createc?

g ae

The Director of Operations assists the Executive Director in the managerial functions of the
Georgia Ports Authority and is responsible for the operations of the Savannah State Docks &
Railroad Company, Savannah State Docks & Warehouses - Garden City and Ocean Terminal, Augusta
State Docks - Barge Terminal, Bainbridge State Docks - Barge Terminal & Brunswick State

Docks & Warechouses. He also handles the function of leases, including negotiating leases

for all divisions of the Port Authority, and with commercial and industrial concerns for

use of space provided by the Georgia Ports Authority. ,

The Office Manager in which fhfs flle Is created supervises the work of the warehouse,
billing, Import and export deparitments, analyzes ships' schedules, coordinates the processing
.of al!l paperwork with field divisions, insures that all paperwork is properly prepared and

carefully balanced and verified agains+ documen+a+|on received, facilitates expeditious cargo
handling. . ‘

| 7. Racord Series Description This file contains the following documents (mclude form numbers and titles, if any):
Attach samples of the file. ‘
Documents relating to: Documenting the Iincoming cargo of a various ships.
incuded are: Cargo discharge oﬁders; temporary .cargo receipts, delivery orders,

customs release orders, cargo delivery tallies, cargo outturn
receipts (final cargo receipt), Invoices for cargo,

8. Monthly Reference Rate How often are records referred to which are:
One 1o six months oid 921 1Y _: Sevan to tweive months old _921 1Y : Thirtsen to twenty-four months oid _o=% .,

twenty-five months and older___ 1-2 7

o f

9. Annual Rate of Accumulation of Rerords

Letter-size drawers ; Legal-size drawers ___12____ _; Shelves s } Otheer fspecify)

AR-50-71. Rev. 78 {Over)

A




ves | nO | 10. Questionnaire {Place an "X n the proper cglumn)

.‘_1_.‘,_-_ - .

a. Is this the official copy of the saries? o
X It not,_where is it?

b. Does the series contain fonfidentiat information requiring seburitv handiing? If yes, cite law or regulation.

’
R

i 4

X c. Is this s vital record?
X d. Does this series have historical or Iong term research vaiue? Long term reseafch

e. When one or two documents in the file rake it necessary to keep the entire file for a long peruod could these
X -
documents be scheduled separgtely? '

X 1 _f lsthe cnformatlmwmwmm_mﬂam ¢ooY,

9. |s the inforMation contained in this series ever analyzed and/or recorded ina summar:zed report?
If_ves, attach copy, » :

h. Is there a duplication of this series in your office, or in another office or agency?
If ves, where?

X

X | i Isthis series for a major portion of i) reqularly microfilmed? ' -
X 1 i._Roes the record series result in a computer printayt?
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! 11. Retention Requiraments f The following requires the series to be kept:
a. State Law years. d. Audit period . .years.
5. Sratute of limitation . 7 -years. . e. Administrative need ' __years,
2. Feceral law " vears. f. Federal retention instructions years.
Attach copy or axcerpt of taws or requlations. Explain administrative need.
l - - - - - — - ) ;
12. Anomved Dtsposmon lnstructions Thss aghncy recommends that the f:le ser:es be cut orf at the end of each: i
I ) i
T a Caiendar Year; O F’nscal vear: T Other _._.gevery six mom‘hs _then, :
@ Hold in the current files area month{s) .....__._T_.____ fear(s), then ‘
8 Yransfer to jocal holding area, hold 2 _year{s); then Transfer +o dead s?orage ho Id 4 years then
B aransfnr to State Hocords (,enter, hold year(s); then . o
VX Dastroy. S e - : 7 j
c Transfer to Stata Archwes for permanent retent:on ;. , . R - : - E
O Other fepeCny) ' ]
|
E
These instructions apply to all prior and future accumulations of the series. \y) :
i 3
Agency Head/Desianee (Signature) - Date Records Management Otficer (Signature) Lﬂ/v Date '
/, " r
J o /) /0/ 9 744@4 cfém/@m /f q/ /-S0-7 N
. o State Records Committee (Signaturej Date :
Recommeandations in para- ] ' . e
graph 12 are approved. _ State Auditor/Designee , }’}3”7 9.
(I disapproved, attach letter y N 7
of explanation.) Sacr tate/Designee 3 =1 2'-'7?'
rd . ) v
Artorney General/Designee %//7 M _ o g_/j 7f




